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Budget Spreadsheet Journals

When entering budget journals with many lines, using the budget journal spreadsheet upload
functionality in Cardinal can simplify the process for entering the data and save time.

To upload a budget journal spreadsheet, you first enter the journal information in an Excel
macro. The user initiates the Excel macro to write the budget journal data to a .txt file that is
then uploaded online in Cardinal.

To Create and Upload a Budget Spreadsheet Journal:

1 Download the two required files to your workstation from the Cardinal Project website (under Toolbox
> Forms > General Ledger): Budget Journal Spreadsheet Upload Excel Template
(V_BUDJRNLS3.xIs) and Budget Journal Spreadsheet Upload XLA Macro File (Jrnimcro2.xla).
These two files must be saved to the same directory on your workstation. When downloading the
Jrnimcro2.xla file make sure that it has an extension of .xla.

Note: You can create multiple journal workbooks by saving a clean V_BUDJRNL3.xIs file as
V_BUDJRNL4.xls, etc. However, the macro sheet file name and extension, Jrnimcro2.xla, must not
be changed or renamed.

2 Openthe V_BUDJRNL3.xIs file. Upon opening this file, a security banner will display.

[~ General [~ Jounal Sheets [~ import Journals ——)
& | D | B
Setup New WriteKle
3 | 2
Notes Edt
»

3 Click on the Options button at the top of the screen beside the Security Warning message.
e The button will be Enable Contents or Enable Editing if using Excel 2010.
4 If a pop-up box displays, select Enable this content and click OK.

5 If a second box displays, click on Enable Macros.
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The Budget Journal Spread Sheet Upload page displays. Under the General section on the page,
click the Setup button to access the Define Options and Defaults dialog box. Options set here will
auto-populate budget journal sheets and budget journals created within this workbook. After
completing the fields, click OK.

Budget Journal Spread Sheet Upload

i

fo £

™ Import Joumals ———

A
WriteFile

§& Iz |E~

Define Options and Defaults

HeoderDefols
BusinessUnk: [5010d] ﬁ
Date: 11200 Cancel
Ledger Group: | CC_APPROP

¥ uboGen s

General Options

[ Fz_

Enter the following values:
e Business Unit

e Date - Enter the journal date. You can also leave the Date field blank and enter the
appropriate date for each journal header individually. It is critical to enter a budget journal
date that coincides with the budget period entered on the budget journal line. (Example:
Budget Period 2012 entries must have a budget journal date between 07/01/2011 and
06/30/2012.) This has a potential impact on the data returned on nVision reports.

e Ledger Group - Enter the value (e.g., CC_APPROP) in CAPITAL letters.

The second button under General on the Budget Journal Spread Sheet Upload Home page is the
Notes button. This button can be used to access another worksheet in the workbook that can be
used as a scratch pad for instructions, calculations, and comments.
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Budget Journal Spread Sheet Upload

" Generd = i~ Joural heets ———F = Inport Journas ———

-
New
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Notes Edit
-
Delete

B

Copy
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WeieFile

A workbook can contain as many journal sheets as needed. Each sheet will be a separate journal.
There are four buttons under the Journal Sheets:

e New - inserts a new journal sheet

o Edit - edits an existing journal worksheet

o Delete - deletes one or more journal sheets in the workbook

e Copy - copies one journal sheet to a new journal sheet saved under a new name
Click the New button to insert a new Journal Sheet.
In the dialog box, enter a New Budget Journal Sheet Name and click OK.

The journal sheet name does not correspond to, nor will it transfer to, anything within Cardinal during
the upload.

The Budget Journal Upload spreadsheet displays. Under the Journal Header there are 6 buttons:
e A+ (plus sign) button that adds a new budget journal
e A Select Journal button that opens an existing budget journal
e An Edit Journal Header button used to make changes to the budget journal header
e A Copy Journal button used to copy a budget journal header and lines
e A Delete Journal button used to delete a budget journal entry.

e A Change Import Status button used to mark a journal status as Import or Do Not Import
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2

3

4

5

- R ——— i SR
7 BudgetPeriod  Fund Cost Center

] = ~ ~ ~ ~ W V¥ ~ ~ ~
9 4[|l Select fields to copy froma previous e by marking the checkbxes under each fiekd.

10

T New Budget Journal Header E|
“"; L] 50100

14 Journal ID: hEXT

15 =
16 Journal Date: 1fzifzoin EI
17 i
18 Ledoor Gro: [cc_arpmce Concel

19

20 Budget Entry Type: [ orignal =

21

£l User 10 _

23

24 Descripton: BUDGET JCURNAL

25

26

27

28

Under the Journal Header, click the + (plus sign). The values entered from the Setup page (Step
5) default onto the Journal Header. For Journal ID, enter NEXT; the Journal ID will be assigned by
Cardinal when the journal is uploaded.

Enter the Budget Entry Type, and Journal Description. You can fill in the User ID, but the system
will override this value with the ID of the user who actually uploads the spreadsheet journal into
Cardinal.

Then click OK.
k3 Budget Journal Upload | 4]
Kl Header [V Journal Date Ledger Group Budget Entry Type  Description UserlD

4 50100 NEXT 112172011 CC_APPROP ORIGINAL BUDGET JOURNAL

7 Line#  Unit Ledger Account Budget Period Fund Cost Center Program Dept ID Task FIPS Asset Agency
8 i i i i 2 i i i i 2 i I

of +[-|«]- S i e o T e g under each field.
{ (fp—

1

(= |

Under Journal Lines, click the + (plus sign). A new journal line appears in the next row.

On each journal line, the macro automatically populates the Journal ID cell and sets it to NEXT and
automatically increments the Line # cell as new lines are added.

Enter in Unit (i.e., Business Unit) and Ledger (e.g., C_APPROP_B in CAPITAL letters). Next, enter
all the applicable ChartField values and Amount. There are also two optional fields at the end of
each line. One is the Ref and the other is the Description. The Ref field allows a user to add a
reference to each budget line. A reference cannot be more than 10 characters (letters and/or
numbers). The Description field allows a user to add a description to each budget line. It cannot be
more than 30 characters (letters and/or numbers). You may use the scrollbar to scroll right.
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+| - [+ — Select fiekds to copy #om a previous ine by marking under sach field.

NEXT. I| so100 C_APPROP_B Soss00 2002 o7ss1 5120

Nurrbee of Lines L}

: [
ETi ToLine: I Cancel
g:?! I~ [Copy data from ine.

Under the Journal Line there are 4 buttons:
e Click the + (plus sign) to insert a single budget journal line
e Click the = (minus sign) to remove a single budget journal line
e Click the *... button to add multiple lines or the -... to delete multiple lines. Then enter the

number of lines you wish to insert/delete in the dialog box.

e Check the box directly under the Unit, Ledger and ChartField hame(s) to copy the value on
the preceding line to the subsequent line.

Data from another Excel spreadsheet can be copied and pasted into this Excel file.

e Ensure the order of the ChartFields copied is in the same order of the ChartFields displayed
in this Excel file.

¢ Ensure all ChartFields copied are formatted as text except amount which should be number
with two decimal points.

e Before you copy, insert the correct number of multiple lines using the plus sign (+) followed
by three periods.

13 After you successfully enter all the lines for the journal, select File — Save from the Excel Menu, to
save the file.

14

AREOCECEE

:

Click the Home icon, to return to the Budget Journal Spread Sheet Upload page.
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-g- Budget Journal Spread Sheet Upload

Fie name:
[asichariotte.haney\My Documentsi_BUDRILxmd

From the Budget Journal Spread Sheet Upload Home page, click the Write File button under
Import Journals.

Select the sheet name created; ensure the sheet is selected before proceeding (when the sheet is
selected it will be highlighted in blue). Note the location to where the file is written in the File Name
field at the bottom of the box. You can also rename the file from V_BUDJRNL3.xml to a logical
name to easily sort many files. Then click OK.

Log into Cardinal and navigate to Commitment Control > Budget Journals > Upload Spreadsheet
Budget Jrnl.

Add or Find an Existing Run Control ID. The Budget Upload page appears.

[ CARDINAL|
Favor Main Menu > corrnr.me_nt Control Budget Joumals Upload Spreadsheet Budget Jmi

&3
Run Control ID:  testt Report Manager Process Monitor Run
| Process R t Parz e |
Journal ID Mask:
Add Attached File: I
1) Save 2P Return to Search | *_| Previous in List . =] Notify + Add 2] include History _? Correct History

Enter a Journal ID Mask if you wish to precede the auto-numbered journal id with a journal identifier,
such as CNV used for budget entries created at conversion.

If using an existing Run Control ID, delete the existing attached file by clicking the Delete button.
Then, click the Add button to attach your new file. The File Attachment dialog box is displayed. Click
the Browse button. Locate the path displayed in Step 16 and Select the .xml file you wish to upload.
Click the Open button. Click the Upload button. The name of the file you selected for upload is now
displayed in the Attached File field on the Budget Upload run control page. (The Delete button is
used to remove the attachment and the View button is used to display the contents of the
attachment.)
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Budget Upload
Run Contrel ID:  test Report Manager  Process Monitor

Process Request Parameters

Journal ID Mask:
| Add | Deete || View | Attached File: V_BUDJRNLZ xml
‘ Save | ‘E Notify | |E Add | |_Z] Updatel‘Displayl ‘_ﬁ Include History

21 Click Save and then Run.

Favorites = Main Menu > Commgtcantrol > Budget;loumals > Upload Spreadsheet Budget Jml

Process Scheduler Request

UserID: PPS_KIMWHITE Run Control ID: UPLOAD

Server Name: | | Run Date: [12/0412011 5]

Recurrence: RunTime:  |9:08:50AM Resetto Current Date/Time

Time Zone: [ aQ

Process List
Select Description Process Name Process Type “Type *Format

GLO65 - Inbound Journal Upload V_GLO65_INT Engine [web v [TXT v] D

==t

22 Verify the Inbound Journal Upload process is selected, and click OK.

Brocess

Process iInstance 176742

Delete View Attacheod Flle: V_BUDIRNL2 xmi

) Seve o) Nessy e ASa s UpseteOupiey _») Inchide Matory L_* Correct Hatory

23 You will be returned to the Budget Upload page with a Process Instance number displayed under
the Run button. Document this number.

24 Click the Process Monitor link.
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Favorites . Main Menu > Con'rmmgtControl b Budgetgoumak > Uplad Spreadsheet Budget Jmi

&0 New W

User I0: J_GL_STATE_Q, Type: v/ |Last

Server: v Name: | @, Instance: | to
Run v Distribution | v [ save On Refresh
Status: —— Status: e

Select Instance Seq. Process Type

Process Name User

176742 Application Engine V_GLO65_INT V_GL_STATE_BUDGET_APPROVER 11/2212011 12.08:22PM EST Posted Details
176719 Application Engine KK_JRNL_IMP V_GL_STATE_BUDGET_APPROVER 11/22/2011 11:42:22AM EST Posted Details
176717 Application Engine FS_BP V_GL_STATE_BUDGET_APPROVER 11/2272011 11:40:22AM EST Success Posted Details

25 Click the Refresh button until the process runs to Success under Run Status and Posted under the
Distribution Status.

Click the Details link on the process line.

Favorites Main Menu > Commitment Control > Budget Journals > Upload Spreadsheet Budget Jmi

Process Detail

Process

Instance: 176742 Type: Application Engine
Name: V_GLO65_INT Description: GLO65 - Inbound Journal Upload
Run Status:  Success Distribution Status: Posted
| Ro0 |
Run Control ID: BUDGETC Hold Request
Location: Server Queue Request
Server: PSUNX3 S o

O Delete Request
Restart Request

Recurrence:

Request Created On: 11/22/2011 12:08:25PM EST = jTransfer
Run Anytime After: 11/22/2011 12:08:22PM EST jriew Lo
Began Process At 11/22/2011 12:08:46PM EST
Ended Process At 11/22/2011 12:09:00PM EST MQﬂLﬂﬂﬂlﬂﬁﬂ

oK Cancel

26 Click the Message Log and verify the Process completed successfully with 1 journal imported.
The Message Log can also be used to view if there was an error with the upload.

27 Click the Return button on the Message Log page.

28 Click the View Log/Trace link on the Process Detail page.
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¢# CARDINAL

Fa\rovr'rtesér\"lainvl'«'lenu » GeneraI'Ledger > JouLnals > Importgournals > Spreadsheet Journals

View Log/Trace

ReportID: 110330 Process Instance: 176742

Name: V_GLOGS_INT Process Type: Application Engine

Run Status: Success

GLOG5 - Inbound Journal Upload

Distribution Details
Distribution Node:  fintrndv Expiration Date: 1202212013

Name File Size (bytes) Datetime Created

AE V_GLOG5 INT 176742 Jog 295 1/22/2013 9:02:16.469263AM EST
321 1112212013 9:02:16.469263AM EST
Distribution ID Type ZDistribution 1D

User V_GL_STATE_BUDGET_APPROVER

_ Retumn I

GL065 Journal Import

2013-11-20  09.52.01.000000

Processing Business unit: 350100 Ledger Group: CC_APPROP
Process completed successfully with 1 journals imported.

Imported these journals: System ID (Unit, Journal ID, Date) Reference, Description |S0100, 000002541548 2011-11-22

Click on the GL065 (process instance).LOG file. A new window will open displaying the log. Note
the Business Unit and Journal ID number that was created.Close the .LOG file.

Click the Return button.

From the Main Menu, navigate to Commitment Control > Budget Journals > Enter Budget

Journals.

Click the Find an Existing Value tab and enter the Business Unit and Journal ID number noted in

Step 29. Click Search to review the journal.
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4 CARDINAL

Favorites Main Menu > Commitment Control > Budget Journals > Enter Budget Journals

- : - -

" Budaget Header BudgetLines " BudgetErrors

Unit: 15100 Journal ID: Date: Budget Header Status: Posted

Home |

& New Window

|CUpyJUurnaI v“ Process |

*Process:

First Kl 12012 D ast

¥m
Customize | Find | View 21 | 8 | 8

Line Ledger Budget Period m Journal Class Cumulative Begin Date End Date
1 C_APPROP_B 2013 UPLOADTEST ASDFGHJKLQWERTYUIOPZXCVBNMGHFJ
2 C_APPROP_B 2013 T3ST@#* Budget Roll up Account
L] AL ] 2

| Generate Budget Period Lines |

From Line: To:
Totals
Total Lines: 2 Total Debits: 0.00 Total Credits: 400.00
5] save | [ Returntosaarcn:\ |=] Nty | & Refresh | 1Bk Am| |eElstipdatemizpiay

Please be aware that in order to view the Ref and Journal Line Description fields, the Base
Currency Details tab has to be selected (see example above).

Uploading a Spreadsheet Budget Journal Simulation
See the Uploading a Spreadsheet Budget Journal simulation on the Cardinal website for an example of

Uploading a Budget Spreadsheet Journal. The scenario provides a step by step guide that leads you
through the process.
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